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Form W-9 – It is recommended that you request a W-9 before you even make the first payment 

to a recipient.  Even if you don’t think you will pay them more than the amount required, it will 

same time if you happen to and don’t find out until the end of the year.  They may be hard to 

track down by then.  It is good practice to request one on an annual basis in order to stay current 

with changes in addresses and the like.   

 IRS regulations require that the W-9 be completed in the following manner so reporting 

revenues and royalties to the IRS in the name of a “disregarded entity” (single member LLC) can 

be reported correctly.  As provided in the W-9 “Specific Instructions” for NAME regarding a 

single member LLC, the name of the owner of the Disregarded Entity is entered in the “Name” 

Box.  The name of the Disregarded Entity is entered in the “Business Name” Box.   

The tax identification number or social security number of the owner in the “Name” box 

is placed in the appropriate box in Part 1: Tax Identification Number (TIN).  Using the tax 

information of the owner of the Disregarded Entity will enable us to avoid possible fines for not 

listing the Owner’s name and TIN related to revenue paid to the Disregarded Entity.  Complete 

the remainder of the form with the address of the party to receive the 1099s for the Disregarded 

Entity. 

Filer’s or “Payer’s” Name – This name should be consistent with the name on their tax return.  

If the filer is a sole proprietor with a “doing business as (DBA)” name or a single-member LLC, 

use individual’s name on first line and the DBA or LLC name on second line. 

Filer’s or “Payer’s” ID Number –Sole proprietors and single-member LLC’s will use their 

social security numbers if they are not otherwise required to have an EIN.  The only reason they 

would be required would be if they have Keogh plan or they must file employment tax returns.  

Corporations, partnerships & LLC treated as a partnership or corporation will use their employer 

identification number. 
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The number may be a checking account number, vendor id number, serial number or any 

other number unique to the payee.  It must not appear anywhere else on the form and you cannot 

use this box for any other information.  A benefit of using account number is that helps ensure 

corrected information returns will be processed accurately.  Do be sure that if you are using 

window envelopes to mail the returns that the account number does not show in the window as it 

may not be accepted by the Post Office for reduced rate mail. 

Filer’s or “Payer’s” Telephone Number – The following forms must contain a contact 

telephone number for a person who can answers inquiries about the return if a recipient has 

questions: 1098, 1098-C, 1098-E, 1098-T, 1099-A, 1099-B, 1099-CAP, 1099-DIV, 1099-G, 

1099-H, 1099-INT, 1099-LTC, 1099-MISC, 1099-PATR, 1099-OID, 1099-Q, 1099-S.  It would 

be good practice to make sure the number is on all 1099’s to be sure that it isn’t missed when 

required.   

This phone number should be in the payer’s name, address and telephone number section 

of the 1099 form.  This should be the same phone number that is listed with the person to contact 

that is listed on the Form 1096, Annual Summary and Transmittal of U.S. Information Return in 

case the IRS needs more information. We will look at the Form 1096 more in a later section. 

 

How to File Form 1099? 

 Forms are filed either by paper or electronically.  If you file 250 or more of the same type 

of form you are required to file electronically.  More details on the processes for each way will 

be described in a later section. 
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